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E-Procurement Address Mapping in Colleague

Each address created in NC E-Procurement Service is assigned a unique name. In order for an E-
Procurement eRequisition to be successfully processed by Colleague, the E-Procurement address unique
name must be mapped to the corresponding address in the File Translation Table within Colleague. This
mapping process was completed for each address during the E-Procurement Community College
Implementation; however, any new addresses added to the NC E-Procurement Service will need to be
mapped according to this process.
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1. Select the ‘eForm’ link from the Shortcut Menu on the E-Procurement homepage.
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Create Request Using Company eForm

eForms are provided by your company. Select or search for a form to use to create your request.
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2. Select the ‘AddressMaintenance’ link.

Title AD82A12: Untitled AddressMaintenance l:l ,ﬁ
Complete Form n Add Title
Summary

Enter a title.

How To
Title: Untitled AddressMaintenance]
Select Maintenance Mode: | Select a Value v
Pt I
ot > | x|

______

3. Title —Itis not necessary to enter a title, as this request will not be submitted.

4. Select Maintenance Mode — Select the appropriate type of address maintenance to perform. To
locate the address unique name, select ‘Update.’

5. Click ‘Next.’
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Title

Summary
Enter a title.

Title:

ADB2A12: Untitled AddressMaintenance

Complets Form Bl Add Title

O Please complete the missing or invalid information indicatd

Untitled AddressMaintenance]

Select Maintenance Mode: | Update v
Address: (No value) w

Hvalue must be set.

How To

Locate the address name in the
‘Address’ dropdown box or select
‘Other...’ to conduct a search for
the address.

______

______

6. Locate the address information using the ‘Address’ dropdown box. If the address name does

not appear in the dropdown box, select ‘Other...’ to locate the address.

7. Click ‘Next.’

Title ADB2A12: Untitled AddressMaintenance Next > Exit
SemEesln El complete Form
Summane Provide the requested information.
How To
[ complete Form - AddressMaintenance
Entity: CC83
¢ e vame: 3947 %
Namg:— == - - 728 Rddrass
Line 1 Community College
Line 2 8 Community College [
Line 3:
City: Charlotte
State: NC
Postal Code: 27295
Country: United States
8. Make note of the ‘Unique Name’, as this value will be mapped into Colleague.
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2.0 Enter the E-Procurement Address Unique Name in Colleague

The NC E-Procurement address unique name must be entered in the Ship To Translation table in
Colleague.

FLTT-File Tranzlation T ables

ELF Table:
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1. Use the Colleague Financial (CF) application to access the File Translation Table (FLTT)
mnemonic and enter the Ship To Table lookup code: XEP.SHIP.TO.CODES.
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FLTT-File Tranzlation T ables

ELF Table: =EFP.SHIF.TO.CODES
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2. Enter the E-Procurement address unique name in the ‘Orig Code’ column.
3. Enter the related colleague ship to code in the ‘New Code’ column.

Note: If users are unsure of the colleague ship to code, use the CF application to access the STCF
screen. The colleague ship to code can be found at the top of the STCF screen.

4. Save and update the changes.

9/18/2008 Community Colleges — Mapping Addresses Process Guide 5



